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 ADMINISTRATIVE PROCEDURES 
 

ADMISSIONS 
 
DIOCESAN INITIAL ADMISSION REQUIREMENTS 

 
Students who desire an educational experience founded on the Catholic philosophy of education and 
who fulfill the age, health, academic, and behavioral requirements are eligible for admission to the 
school.  
 
The school sets registration procedures and admission policies. The availability of space and the 
order of preference for admission is determined by the school according to the following general 
criteria: 
 

 Children from the parish 
 Children from parishes without schools 
 Children from parishes with schools (for sufficient reason) 
 Children from non-Catholic families 

 
If approved by the pastor, and where practicable, the siblings may receive special consideration.  
 
Age for Admission to Kindergarten 
 
Children who will have reached the age of five years by September 30th may be admitted to a 
kindergarten program. Readiness testing, at the discretion of school officials, may be used to 
determine, among other things, the developmentally appropriate placement in the kindergarten 
program.  Readiness testing (fine/gross motor, speech, and language screen) is required for 
kindergarten entry and within 60 days of school admission for new students in grades 1 Ð 3.  
Additional school readiness testing may be conducted at the discretion of school officials.  In those 
cases where the school has sufficient reservations regarding the potential for success, those students 
may be admitted on a conditional basis with dates and criteria of evaluation established in writing; 
however, the decision of whether to extend or remove conditional admission status should be made 
by school officials at their discretion.   
 
Requirements for School Admission: Pre-school Ð Grade 5 
 
 1) Presentation of an original Birth certificate (schools are expected to keep a copy of 

the certificate on file)  
 2) Baptismal certificate for Catholic students 

3) Proof of custody where applicable 
 4) Current report card and previous academic yearsÕ report card as applicable 
 5) Standardized test scores and previous years, if applicable 
 6) A non-refundable application fee 
 7) A fully executed MCH-213 Commonwealth of Virginia School Entrance Form or 

equivalent, which stipulates the following must be submitted prior to the student 
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beginning school: 
1. Proof of exact dates of immunization as required by the Code of Virginia 
2. Current Certification of Immunization 
3. Physical examination covering all required aspects as mandated on the 

MCH-213, within 12 months prior to entering  school for the first time.  
Equivalent school entrance physical forms from another state may be 
acceptable.  (Note: A preschool physical does not take the place of the 
required kindergarten entry physical unless it is completed within 12 
months prior to kindergarten entry.) 

 8) Proof of satisfying tuition requirements at any former Diocesan school if previously 
enrolled in a Diocesan school. 

 

Requirements for Admission to Other Grades 
 1) Presentation of an original Birth certificate (schools are expected to keep a copy of 

the certificate on file).   

 2) Baptismal certificate for Catholic students 
3) Proof of custody where applicable 

 4) Exact dates of immunization as required by the Code of Virginia 
 5) Current Certification of Immunization 
 6) Current report card and previous academic yearsÕ report cards 
 7) Standardized test scores 
 8) A non-refundable application fee 
 9) Proof of satisfying tuition requirements at any former Diocesan school if 

previously enrolled in a Diocesan school 
 

General Conditions of Admission 
 

A student is admitted to the school on the premise the student intends to learn the Catholic religion 
and be educated in a Catholic environment. In certain cases, students may be admitted on a 
probationary basis subject to the student successfully completing one or more subsequent interim 
evaluations. Students with academic or other needs (i.e., behavioral), which cannot be reasonably 
addressed by the school may be denied admission. 
 

School application forms may request disability-related information. The Americans with 
Disabilities Act (ADA) does not prohibit a school from asking questions about a studentÕs 
disabilities provided that information does not discriminate (automatically prohibit a student from 
applying). 
 
Foreign Students 
 
The Diocese of Arlington endeavors to remain certified by the U.S. Immigration and Naturalization 
Service to admit F-1 Non-Immigrant students. The school, therefore, adheres to the following 
policies for enrolling non-U.S. persons: 
 
A.  Foreign students who apply for admission to a Diocese of Arlington School will be considered 

for admission, if all the following requirements are satisfactorily demonstrated: 
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1. Students with F-1 Visas: 
a. if a foreign student is a baptized Catholic, valid proof of baptism is required; 
b. student guardian has guardianship of no more than two students at same local 

address; 
c. documentation of legal guardianship 
d. tuition payment is made in full upon admission; 
e. if the student is represented by an educational consulting firm, an I-20 Sponsorship 

Survey is completed and returned to the Office of Catholic Schools. 
 

2. The F-1 (non-immigrant student) status applies to those aliens who are in the United States 
for the purpose of attending school. Once a student is determined to meet the school's 
requirements for admission, the family must contact the Office of Catholic Schools or other 
"designated official" to process the Immigration and Naturalization Service I-20 form for 
eventual admission and stay in the United States as an F-1 student. Foreign students who 
enroll in a school in the Diocese for the first time must provide documentation they are free 
from communicable tuberculosis. 

 
3 In order to maintain a better accounting of F-1 (non-immigrant) status students, the 

Immigration and Naturalization Service requires ongoing accounting. In that regard, schools 
are responsible for reporting the status of these students via the Report on Status of F-1 
(non-immigrant) Students form. Specifically, the school shall:  

 
a. Report each semester to the Office of Catholic Schools regarding the status of any F-

1 (non-immigrant) student as long as that child is enrolled in the school; 
b. Notify the Office of Catholic Schools if an F-1 (non-immigrant) student who has 

been issued an I-20 and has been accepted by that school, fails to report to the school 
within 30 days of the designated start date; 

c. Notify the Office of Catholic Schools within 15 days when an F-1 (non-immigrant) 
student transfers to another school or departs the United States; 

d. Report any legal change in the name or address of an F-1 (nonimmigrant) student 
within 10 days. 

 
4. Foreign students enrolling in a school in the Diocese must show a B-1 or a B-2 Visa. In 

addition to a B-1 or B-2 Visa, any foreign student seeking temporary enrollment, must 
provide the following documentation: 

 
a. Diocesan Emergency Care Form 
b. State Immunization Form 
c. Local Admissions Forms 
d. Signed statement indicating no grades will be given (i.e. the student is maintaining 

audit status) 
e. Tuition Agreement 

 

B.  Foreign students who enroll in a school in the Diocese for the first time must provide 
documentation they are free from communicable tuberculosis.  
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C.  Any student applicant whose passport, United Nations travel document, or other Immigration and 
Naturalization documents indicate that he or she is a refugee, asylee, parolee, lawful non-
immigrant, or permanent resident, may be admitted to the schools of the Diocese of Arlington 
under normal requirements for admission. This policy would also include undocumented 
children. 

 
 
CLASS PLACEMENT 

 
The principal/administration and faculty reserve the right to place students in a class which is 
consistent with the results of the studentÕs prior academic records and any admission testing.  
 
 
 

ATTENDANCE 
 
DIOCESAN POLICY FOR ATTENDANCE REQUIREMENTS 

 
In order to achieve the goals and objectives of the curriculum, regular attendance by the student is 
mandatory. 
 
The school (K-8) is normally in session not less than 180 days per academic year or the length of 
time as required by the Virginia Catholic Education Association. 
• Once a student is enrolled in the school, the principal/administration and teachers will insist 

on regular attendance. Neither the Diocese, the Office of Catholic Schools, the school, nor 
any of its employees are, however, responsible for ensuring actual attendance. This is the 
responsibility of the student's parent(s)/guardian(s).  

• Students in grades kindergarten through grade eight who miss ten or more days of the school 
year, whether excused or unexcused, and who have not satisfactorily completed the required 
work, may be considered for retention. Certification of absence by a physician is an 
exception to the ten-day limit. However, satisfactory completion of required work is still 
required. 

 
ABSENCE/TARDINESS/LEAVING SCHOOL 

 
In order to ensure continuous progress in school, regular attendance and habits of punctuality are 
essential. The school defines proper procedures as: 
 

1. A written excuse, explaining the reason for absence and signed by the parent, must 
be presented upon a studentÕs return to school. 

 
2. Persistent absences may cause serious academic problems (including but not limited 

to course failure) and could result in the dismissal of the student. The administration 
or the class teacher will normally review the matter with parents before a decision is 
made by the administration. Persistent absences may also result in the student being 
subject to appropriate disciplinary action. 
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3. Except in cases of emergency as determined by the principal/administration and/or a 

faculty member (as applicable or necessary), a student may only (a) be released from 
school with the prior written authorization of the student's parent, or (b) leave the 
school grounds with the prior authorization from the principal/administration. 

 
Tardiness 

 
The tardy student will normally be subject to appropriate disciplinary action by the school 
administration or by the class teacher.  
 
A student who is tardy, as determined by local policy, should report to the principal's office 
or attendance office. 
 
A student who arrives late with an excused reason (i.e. doctorÕs note) is counted tardy. 
The student who is tardy due to unexcused reasons may be subject to appropriate disciplinary 
action. Frequent cases of tardiness should be brought to the attention of the principal so that the 
parent may be contacted. 
 
Absences for Other Reasons 

 
When parents wish to take their student out of school for several days for personal and/or medical 
reasons, the parents should discuss the student's progress with the teacher. However, the school is 
not under any obligation to provide a tutor, make-up work, or special testing schedules for such a 
period of absence. The administration has the sole discretion to determine the conditions and terms 
governing such absences. 
 
ATTENDANCE/REPORTING PROCEDURES 

 
Absence

Parents are to call the school office before 9:00 am to report their childÕs absence that day.  Upon 
return to school, students must have a signed note regarding the nature of the absence.  These 
excuse notes are kept on file and if no note is received the absence will be marked as ÒunexcusedÓ.  
The effect of unnecessary absences on the academic progress of students should be considered by 
parents before making travel plans, etc. during the school year.  Parents may request missed work 
for their student after they have been absent two days.  The student will be given a number of days 
to make up missed work equal to the number of days they were absent and are expected to make up 
any missed homework, other assignments, quizzes and/or tests missed within this time period.  
After this period, a grade of ÒzeroÓ will be entered for all missing grades and no further opportunity 
will be given to make up this missed work. 
 
Tardiness 

Children not in their classrooms by 8:15 am will be marked ÒtardyÓ.  Any child who arrives after 
8:15 is to report to the office to receive a Òtardy cardÓ and will not be admitted into their classroom 
without this card.  Please be aware that tardies are recorded on both the report card and the 
permanent record card and are to be avoided when possible. 
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Medical excuses 

 
Students who are absent more than three days for illness should submit a doctorÕs certificate 
detailing the nature of the illness and any restrictions placed on the childÕs activities. 
 
Anticipated absence 
 
Parents should be aware of the impact of any unnecessary absences and plan for family vacations 
using the school calendar.  The school faculty is not responsible for providing any advance 
assignments for students.  Students will be required to make up all missed work, including quizzes 
and tests, upon their return to school.  Students will be given a number of days equal to the number 
of days absent to complete this work.  After this time, a ÒzeroÓ will be given for any missing grades. 
 
Release of students 
 
Students will only be released to those adults listed on the emergency form completed in the 
beginning of the school year.  If a student is to be released early from school a note is to be sent to 
the teacher advising of this fact giving time and who will be picking up the student.  Any change in 
the authorized adults who may pick up a child must be given to the school office in writing.   
 

TRANSFERRING TO ANOTHER SCHOOL 
 
The school must be notified in writing by the parent(s) of a student regarding a decision to transfer a 
student to another school, including the last day the student will attend classes at school. All school-
owned materials such as textbooks and library books must be returned to school and all fees paid 
before leaving. Scholastic information will be sent to the new school upon a ÒRelease of Student 
RecordsÓ from the new school. All fees and tuition MUST BE PAID prior to the release of the 
studentÕs records.  
 

LUNCH/MILK PROGRAM 
 
Rules for acceptance and participation in the U.S. Department of Agriculture Child Nutrition 
Programs are the same for all students without regard to race, color, sex, age, handicap or national 
origin. Any person who believes he or she has been discriminated against in any USDA related 
activity should write to the Secretary of Agriculture, Washington, DC, 20250. 
 
Milk, 2% white or 1% chocolate, (subsidized by the Department of Agriculture) is available daily to 
those who order at the beginning of the school year.  Forms for milk orders will be sent home.  Any 
family unable to pay for milk is to contact the principal directly and milk will be provided for those 
students. 
 
A hot lunch program is provided by the Parent Teacher Organization three days a week for a 
specified fee.  In addition, pretzels are available for a nominal fee at the morning recesses.



 

19 

OFFICE OF CATHOLIC SCHOOLS Elementary Parent/Student Handbook 
 revised 2008 

ARRIVAL AND DISMISSAL 
 
No student is to be on school grounds prior to 8:00 am unless they are registered in the Extended 
Day Program.  After 8:00 am, children are to enter the building through either the primary door or 
the upper hall door and proceed directly to their classroom.  No students are to use the front door for 
morning entry to the school building.  Students not in their classroom by 8:15 will be marked 
ÒtardyÓ.   
 
Normal dismissal time is 3:15 pm (please note early 11:30 am dismissals on the school calendar).  
Parents are to pick up their children promptly or make arrangements for them to attend the Extended 
Day Program.  Any child not picked up at 3:30 pm will be taken to the Extended Day program.  A 
charge of $5.00 will be assessed for each fifteen minutes a child is left at school after 3:30 pm if the 
child is not registered for the Extended Day program. 
 
The school office is to be notified of any changes in a studentÕs normal routine the morning this 
change will occur.  This includes going to Extended Day if the student is not a regular attendee, 
changes in status as walker/carpool rider/bus rider and arrangements made for a child to go home 
with another child if this is not the childÕs normal routine.  No child will be allowed to change their 
dismissal designation without written notice.  No child may call home to change their dismissal 
plans during the school day.
 


